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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The primary purpose of the present investigation of 
Massachusetts schools was to discover the guidance factors 
employed in assisting students in a selection of business 
education curricula. 
Analysis of the Problem 
The following subordinate problems were involved in this 
study. 
1. To discover the types of vocational guidance 
services which are provided for business students 
in the public secondary schools of Massachusetts 
located in communities of five thousand or more 
inhabitants. 
2. To determine the relationship and division of 
responsibility between the business department 
and the guidance department in providing voca-
tional guidance for business students. 
3. To discover the methods and procedures used to 
make vocational guidance available to business 
students. 
4. To discover the high school staff members or 
agencies responsible for the vocational coun-
seling of business students. 
5. To determine those factors which are valuable 
for predicting the student ' s ability to achieve 
in vocational high school business education 
subjects . 
6. To make r e commendations for estimating the 
actual ability of students to succeed in each 
secondary business education subject . 
A clear comprehension of the purport of the aforemen-
tioned problems can probably be best attained by a brief 
survey of work which has been accomplished in the field of 
guidance in business education. 
Justification of the Problem 
Expanding Curriculum and Vocational Opportunities. 
Entrance to high school following elementary school has 
become the normal procedure. This expansion of mass education 
of the secondary level has put an end to the selective charac-
ter of secondary education . Mass education has also resulted 
in a much more heterogenous high school student body with 
respect to interests, capacities, and vocational aims. The 
public high school has become an integral part of the 
educational "ladder . " At the same time high school educa-
tion has become a terminal education institution for about 
five-sixth of the youth who continue their schooling beyond 
the elementary level. 
This dual function of the high school posed a serious 
problem to American educators who realized that if the great 
achievement of the public school system is to be maintained, 
·II 
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its educa tional aims would have to be reinterpreted in the 
light of changed conditions. These changed conditions are 
increased enrollment, the decreasedproportion of ·youth in 
employment, the inalienable right of every youth to a high 
school education, and finally the problem of the mentally 
retarded student. The curriculum has become the instrument 
for obtaini ng this objective. Greater at t ention is directed 
to the adaptation and different~ation of the curriculum in 
order to meet the diverse requirements and interests of the 
millions of high school students. The adjustment of the 
curriculum to new conditions is rapid. In contrast to the 
notable achievement of fitting the curriculum to the 
educational aims is the slowness of adopting measures to 
assist the student in selecting the optimum vocati onal 
curriculum in keeping with the students' interests, needs, 
skills, and abilities. 
School Enrollment. Lengtheni ng of average school attend-
ance, and the current trend toward making school attendance 
compulsory for youth up to eighteen, h~e caused school attend-
ance f or the bulk of the American youth t o be extended or at 
least maintained at an exceptionally high level. The high 
level attained is shovm by Chisholm. In 1890 the enrollment 
in the secondary schools (grades 9 to 12 inclusive) was 
1 
202,963. 
1chisholm, Leslie L., Guiding Youth in the Secondary 
School, American Book Company, New York, p.-r5. 
3 
In 1940 a survey conducted by the u. s . Office of 
Education indicated that the high school population had 
increased to 6 , 601, 444 s tudents , an increase of 3 , 253 per cent. 
Concomitantly , the growth of business education during these 
four decades has been exce edingly rapid. 
In 1910, the number of high schools offering business 
education subjects was known to exceed 15 , 000. 2 This tremen-
dous growth is shown by the fact that between the years of 
1915 and 192~ high school enrollments increased 102 per cent 
while during the same period business course enrol l ment in-
creased 687 per cent . 3 In a recent survey conducted by Strong , 
the findings showed that approximately 20 per cent of the 
secondary school pupils are now enr olled in the business 
curricula. In many states this percentage exceeds 30, and in 
many cities the percentage is approximately 50. 4 The figures 
reported show more students enrolled in the commercial 
curriculum ~Lan in any other . The largest single group of 
2Haynes , B. R., and Jackson , H. P. , A Historv of Business 
Education in the United States, South- Western Publishing 
Company, Cincinnati , 1935 , Ch. IV . 
3smith, L . E., "Selection of Vocational Boo~keeping 
r Students," Unpublished Waster ' s Thesis , Poston University, 
1941 . 
4
strong , E . P . , The Or ganization , Administration and 
Superv_s ion of Business Education, The Gregg Publishing--
Company , ~ew-york, 1944 , p. 58 . 
4 
students in all the curricula is that of girls enrolled in 
commercial courses. 5 
With the high increase in high school enrollment, the 
modern high school has practically a complete cross section of 
society. The secondary school is characterized by tremendous 
diversity in the interest and abilities of the student body. 
The students' needs must be tended to if all are to develop 
wholesome personalities 1 to participate intelligently in the 
democratic processes 1 and to contribute to the general welfare. 
Low Abilities and Guidance . Recent studies have shown 
that a large nunber of boys and girls failed to complete the 
secondary school program. The administration should be 
actively concerned about the reasons for the failures and 
drop-outs. Some separations are unavoidable, but certain 
cases deserve full attention. 
Guidance activity with students who are of 
types known to drop out early is essential in order 
to offset, whenever possible and desirable 1 the 
forces that would eliminate themj it is essential 
to their optimal distribution and adjustment to 
opportunities for training before they leave school; 
it is necessary in order to secure for them optimal 
placement in occupations at the time of taking 
leave of the formal school program; and our demo-
cratic assumptions can not fail to call for guidance 
for them ••• 6 
5rc€ily, Helen J., "Commercial Education in Massachusetts 
High Schools," The Balance Sheet , February, 1947, p. 259. 
6Koos, Leonard and Kefauver, Grayson, Guidance in 
Secondary Schools, MacMillan Company, 1932, p. 8. 
----=-'It-- ----==--.,..-
5 
This factor is vividly reveal ed in a survey of 43,000 
youth in Co~~ecti cut under twenty years of age, whereiL 73 per 
cent had not been trained to meet the standards of any skilled 
occupation. 7 
The New York Committee in one of their latest reports 
deplores the fact that too many of our secondary school 
students who set out to prepare for the positions of stenog-
rapher and bookkeeper never attain employable standards. 
Many of our secondary school students do not 
have the mental ability nor the power of co r centra-
tion and reflective thinking n ecessary for success 
in advance cookkeeping and secretarial work aLd 
nothing is done to separate these boys and girls 
into sroL?S that will meet their abilities and 
prepare them ~or the jobs that they can do most 
succeJsfully. 
The advisability of guiding the student into a proper 
choice of subject and vocation in harmony with his ability 
is further illustrated by Donald Beckley • 
• • • a more serious eff8rt may be made to fi~d 
a job for' students that their potentialities mir;ht 
seem to justify. Just as a manufacturer can ~ot 
afford to turn out lnferior merchandise if he is to 
hold his custoners, a school can not turn out poorly 
equipped students if it expects to h~ve employers 
continue to be willing to hire them. 
7 Ibid, p. 421. 
8
·1ew York Committee, "Business Fducation for Tomorrow, 11 
Fourteenth Yearbook, Eastern Commercial Teachers Association, 
~~ew York, 1941, p. 35. 
9
.Beckley, Donald K., "Improving Job Coordi"lation in 
Business Education," Journal of Business Education, September, 
1944, p. 13. 
No doubt parental and social pressure influences what 
courses of study a student takes, but obviously the student 
often takes courses in which he has no interest and for which 
he has no ability. 
There are too many students preparing for courses that are 
not in keeping with their ability. Such unwise choice results 
in either drop-ou.ts along the line or failure in the end to 
meet the standards of employability. Guidance must be pro-
vided to counteract this weakness. Failures will scarcely be 
lessened nor m~~imum skill attained unless provision is made 
for the matching of students' aptitudes and abilities with an 
appropriate curricula. 
Decreasing Proportion of Youth in Employment. The pre-
ceding paragraphs indicate a tremendous increase in the high 
school enrollment. The figures show the school enrollment 
had increased by 3,253 per cent, while the total population of 
the United States shows an increase of slightly more than 100 
per cent. The trend in enrollment in high school has not been 
entirely the result of an increase in the total population of 
the country. Rather, it has been the result of social, eco-
nomic, and political conditions forcing the boys and girls of 
high school age to attend high school. Laws, codes, and many 
other factors are forcing more boys and girls to remain in 
school. These factors bring into relief the importance of 
giving special thought to the guidance of those who, being 
unsuited for college preparatory training, are likely to be 
7 
turned into the commercial department. The choice of a cur-
riculum or a subject of specialization now beccmes equivalent 
to des rn ting one's occupational plans. Even if only tern-
porarily, this is the point at which vocational guidarce 
becomes a necessity. 
In 1943, the Vocatio r al Division of the 7nited States 
Office of Education brought the matter of enrollment within 
the coMmercial departments to the atter.tion of educational 
leaders. 
The public schools of the nation have been, 
and st 11 are, offering training in the commercial 
course to many more persons than cotld be absorbed 
in office positions by business a~d r,overnment . 
Arout 13,000 public high schools offer comnPrcial 
courses in which 1 , 000,000 pupils are enrolled in 
typewrit~ns and approximately 7~0 , 000 pupils in 
shorthand and rookkeeping . ll 
F. G. Nichols , of Harvard Univers ty , states that: 
Of 34,513 office employees reported by 37 firms, 
3 , 451 , or 10 per cent , are ste~ographers , and 656 , or 
1.9 per cent, are bookkeepers . Thus , approximately 
12 per cent of office workers are doing the two kinds 
of work for the doing of which approximately F'O Ber 
cent of high school business training is rriven . l~ 
These flcures are anple pr0of that more ~upil s either 
have been allowed to take or have been gu ded into these 
llvocationa.l Divis on of the U . S . Office of Education, 
"Vocational training Proble!"1s .'hen the rar ...!.nds, 11 The 
Business ~ducation orld, v ol. 20 , October , 1943 , p:-s2 . 
12ta chols, F'. G. , 11 Some Observatio~s on Vocational 
Guidance in CoiDFercial Education , " Tinth Yearbook , ~astern 
Commercial Teacher s ssociation, 1936 , p. 22 . 
8 
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subjects than will be able to secure vocational employment 
in shorthand and bookkeeping. 
Guidance, ~ Essential in a Democratized Society. The 
rapid increase in the size and complexity of secondary 
schools has made adjustments in school life more difficult for 
the pupil. Moreover, some apparently well-adjusted pupils 
have been shown to be as maladjusted as those who are con-
sidered serious problems. Pupils of adolescent age probably 
need more individual guidance than at any other time in their 
lives. The fact that the majority of high school students are 
faced with the necessity of taking their places shortly in an 
increasingly complex occupational world means that they should 
have counsel, advice, and assistance in selecting a field of 
work suited to their individual interests and abilities. 
From the soc i al point of view, the proper adjustment of 
the individual to life, both as a worker and as a citizen 
of the community, is essential. Society pays in taxes when 
an individual is not able to support himself economically or 
has antisocial reactions. It is highly desirable, also, that 
the individual should have proper adjustment for his own men-
tal and physical health and happiness. 
The following statement by Harry D. Kitson, professor of 
education 1 Teacher College, Columbia University clarifies the 
need and significance of guidance from the social phase: 
9 
••• is not exclusively nor even largely a public 
school problem. It is not even chiefly an education 
problem. It is really a social problem ••• 13 
A general recognition of the relations between 
guidance and social welfare is expressed iL the remark of 
Polmes: 
••• the youth of America must be offered an 
education which is equal in the sense that it is 
adequate (as adequate as we know how to make it) 
to each individual's need as a citizen in a democ-
racy--in this democracy.l4 
This close correlation between guidance and social wel-
fare s also evident in the definition of guidance by 
Studebaker • 
• • • the process of acquainting the individual 
with various ways in which he may discover and use 
his natural endowment, in addition to special train-
i~g available for any source, so that he may live , 
and make a livi~5' so the best advantage to himself 
and to society. 
Consequently in a growing democracy, it is the moral 
responsibility of schools to give wise guidance to followers; 
guidance that results in developing as far as possible a 
capacity for service both to self and to society. We must 
take into conslderation not only the betterment of the student 
but also the effect his right choice will have upon society. 
13Kitson , H. D., "Guidance and Society," Vocational 
Guidance, February , 1930, p. 236. 
14Holmes, H. W., "The Nation Challenges the Schools," 
Atlantic Monthly , January, 1940, p. 25. 
15studebaker, J. W., 11 The Occupational Information and 
Guidance Service: A Report of Progress," Occupations, 
val. 17, April, 1939, p. 587 . 
10 
16 Agnes Conwell aptly applies this philosophy to the 
necessity for providing guidance within a particular field. 
Vocational guidance in commercial education 
has more important social implications than it has 
in other fields. A pupil may be advised against 
his desire rather than in accordance with it for 
several reasons. For one thing, individual choice 
is not always dependable. A girl may choose a 
stenographic job because of the social approval of 
it rather than because of her personal interest in 
it. If the market for a particular type of com-
mercial work is flooded--stenographic for example--
a pupil of doubtful ability should not be permitted 
to enter it and thus increase the oversupply. The 
vocational choice of each individual is one of 
grave importance to himself and to society, as it 
materially affects the whole economic structure of 
the nation. 
Thus a more judicious utilization of human resources 
would facilitate individual, emotional, and economic adjust-
ment. Consequently, any system of vocational education which 
is to serve this democracy of freedom of enterprise must be 
prepared at all times to help the students meet the demands of 
that society. This in turn leads to better living conditions, 
high satisfactions, and improved morals--all essential to a 
modern democracy. 
Definitions. For purposes of general clarity, the fol-
lowing terms are defined. All definitions are based on those 
found in the Dictionary of Education by Good. 17 
16conwell, Agnes E., "The Futility of Commercial Education 
without Guidance," Education, vol. 55, 1935, p. 414. 
17Good, Carter v., Dictionart of Education, McGraw-Hill 
Book Company, Inc., New York, 19 5-.-
ll 
Business Education: that area of education 
which develops skills, attitudes and understandings 
essential for the successful direction of business 
relationships. 
Curriculum: a systematic group of courses or 
sequences of subjects required for graduation or 
certification in a major field of study. 
Guidance: technique of leading a child to a 
purposeful good by arranging an environment that will 
cause him to feel basic needs, to recognize these 
needs, and to take purposeful steps towards satis-
fying them. 
Vocational Guidance: the process of assisting 
the individual to choose an occupation, prepare for 
it, enter and progress in it. 
Diagnostic ~: a test that yields detailed 
and specific information concerning students' 
achievement and failure in one or perhaps in more 
than one relatively restricted subject field. 
Prognostic ~: a test intended to predict a 
person's probable success or aptitude for a given 
line of endeavor, as indicated by present performance. 
Aptitude Test: a device or test designed to 
indicate a person's potential ability for performance 
of a certain type of activity. 
Mean: any one of several calculated averages. 
Organization ~ Chapters In organizing the data for 
presentation in this study the following plan was used: 
Chapter I states the major and sub-problems, and the impor-
tance of the problem. Chapter II comprises a review of the 
current literature and surveys relating to the problem. 
Chapter III describes, step by step, the procedures used in 
this study, applying a normative survey approach. Chapter IV 
contains a descriptive analysis of the results of the survey. 
- -..= ---==- -
Chapter V contains a summation of the findings, the conclusions 
reaChed and recommendations for further reference and research. 
l3 
CHAPTER II 
REVIm~ OF RELATED LITERATURE 
Research studies and literature related to the problem 
of providing vocational guidance for business students was 
studied to obtain a knowledge of what services were being 
offered to students contemplating enrolling in the business 
curricula. An analysis of the research studies and 
publications pertaining to vocational guidance has been 
reported below. 
The Need for Assisting Students Choose ~ Business 
Curriculum . First, let us examine some of the causes for the 
overwhelming number of pupils that are enrolled in business 
education classes . 
Frederick G. Nichols attributes excessive enrollment to 
the desire of the business teacher for a large department 
enrollment, even at the expense of training efficiency, stu-
dent success in the business course, and successful job 
placement.l 
After an investigation along these same lines, J. L. 
Whalen considered the following reasons more pertinent to the 
lNichols, Frederick, 11 Some Observations on Vocational 
Guidance in Commercial Education," Ninth Yearbook, Eastern 
Commercial Teachers Association, Philadelphia, 1936, 
pp . 22-32. 
problem. 2 First, the "white-collar" appeal. Not nfrequently 
the parental philosophy towards work is that only work of the 
" hite-collar" class is desirable; and , therefore, the parent 
influences his child to enroll in the course that will prepare 
the child for office work. This family pressure results from 
an intense desire to make sure that the children avoid the 
financial hardships which beset the early years of the parents. 
This erroneous decision is prevalent among pupils who will 
terminate formal education upon graduation from secondary 
school. This attitude stems from a lack of vocational knowl-
edge, training, nature and conditions of work, both upon the 
part of the parents and the pupil. The pupils are especially 
ignorant of the average earnings of men and women in clerical 
positions. Shields supports this statement:3 
••• no question exists but that students en-
rolled in commercial curricula come from families of 
lower paid workers and are enrolled in such work be-
cause of the blind faith that they have that which 
will somehow get them out of their economic strata. 
A further implication of~balen•s4 is that the business 
curriculum is the "catch-all" for the low scholastic and mis -
fit student of the secondary school. It remains the truth, 
2\IIJ.h.alen, J. L., "Guidance for Commercial Subjects," 
Balance Sheet, vol. 19, November, l937,pp . 114-116. 
3shields, 11:. G., nour Clerical Mills," School and Society, 
Vol. 35, April, 1930,pp. 461-463. 
4whalen, op. cit , p. 115. 
I 
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that academically minded persons often encourage pupils of 
slower mentality to pursue business courses because these 
advisors feel that less native ability is required for success 
in business courses than in academic courses. The pursuance 
of business courses to satisfy certain faculty requirements 
becomes a mere perfunctory routine without meaning for the 
student and outside his major interests . The resulting 
achievement is low for the requirements do not fit the needs 
~ 
and interests of the pupils. 
After a clinical investigation of why students make a 
part~cular vocational choice, Williamson found that selection 
of courses by students was influenced because of pressure 
from: 
1. Practical-minded parents who insist that children 
prepare for a definite job or type of work. 
2. Fear on the part of the student that he will 
finish his education unprepared for a specific type 
of work. 
3. Teachers (especially overzealous teachers of 
guidance classes) who want to record statistics and 
to close case histories with a vocational future 
mapped out in detail. 
4. The social pressure from classmates 1 friends, 
parents, and other relatives forcing a choice. In 
some cases to report that a student has not chosen 
his vocation is to produce elevated eyebrows and a 
suspicion that the student is an aimless drifter 
wasting money and time in school and should be put 
to work at once.5 
5williamson, E. G., How to Counsel Students, McGraw-Hill 
Book Company, Inc ., New York,-r939, p. 1. 
Dominating factors other than vocational capabilities 
have caused ex?essive enrollment in the business subjects, 
however, schools are not entirely free from blame. Schools 
tend to assume that any pupil can be trained for and placed in 
office positions in the face of the indisputable fact that 
fewer than 20 per cent of those who attempt preparation in 
business education actually enter it and carry on with even 
moderate success.6 Obviously large numbers of boys and girls 
are unsuited for business education work and should be advised 
as to a proper choice of curriculum. 
~fuen one considers the .above mentioned factors as the 
basis for allowing students free entrance into the business 
curricula, it is no wonder that educators have been concerned 
about the heavy mortality in the business subjects. To prevent 
this mortality, Maclean and Pilcher7 offer the following 
solution: 
.•• but one way to prevent failure, either in 
school or after graduation, and that is a process of 
careful selection preceding the beginning of a 
period of instruction in any specialized field. 
William Rainey Harper, 8 -prominent educator and former 
president of the University of Chicago, prescribed the 
6Nichols, op. cit., p. 23. 
7Maclean, L., and Pilcher, I., "Placement of Graduates in 
the Commercial Field," National Business Education Quarterly, 
May, 1936, p. 46. 
SHarper, William R., The Trend in Higher Education, 
University Press, Chicago,-r9o5, p. 93. 
following solution: "There should be a diagnosis of each stu-
dent, in order to discover his defects; and upon the basis of 
such a diagnosis his course of study should be arranged." 
This is not a new thought, for in 1695 John Locke said in 
"Some Thoughts Concerning Education:" 
He, therefore, that is about children, should 
well study their natures and aptitudes, and see, by 
often trials, what turn they easily take, and what 
becomes them; observe what their native stock is, 
how it may be improved, and what it is fit for.9 
The quotes of educators who advocate a school environment 
which is so varied in its resources as to meet the variations 
in students' potentialities and needs are too numerous to men-
tion further. Instead the complex problem sh all be exposed to 
the comments of those who hire the vocational product of the 
school. 
H. Chandler Hunt, 10 in an investigation of why people were 
discharged or failed to earn promotions, found that 23.5 per 
cent of failures to earn promotion were due to lack of 
specific skills. 
It is very easy to believe that many young 
people who are brought up to a point of accepta-
bility for an initial occupation, will, through 
inertia fail to improve themselves sufficiently 
after employment to merit promotion. It is easily 
9Lloyd-Jones, Ester and Smith, Margaret, A Student 
Personnel Program for Higher Education, McGraw-Hill Book 
II 
Company, New York, 1938 , p. 5. 
1°Hunt, H. Chandler, "Measuring for Vocational Ability in 
the Field of Business Education," Tenth Yearbook, Eastern 
Commercial Teachers Association, 1937, p. 91. 
18 
conceivable that the lack of vocational skill is due 
to the :nability to acquire the more difficult learn-
ing which is a prerequisite for the assumption of 
greater responsibility. 
This opinion is supported by Dayll in his recent Master 's 
Thesis) where businessmen were asked to criticise business 
education. One of the chief criticisms of the businessmen was 
as follows: 11Too many low-level pupils are permitted to enroll 
in business courses." 
The discouraging experience of hiring below average 
pupils is deplored by the personnel manager of the Aetna Life 
Insurance Company • 
• • • there is nothing so discouraging both to 
the employer and employee , and which so completely 
arouses your sympathy as to talk with a person who 
is failing, not because he is lazy or careless, but 
because he has not the ability to comprehend and to 
do the work. Such failures have been far more common 
in the past than we wish they had. Perhaps, then it 
is a goal to strive for ••• for the business 
teacher to think in terms of selecting his group and 
turning out a larger ~ercentage of those fitted for 
business occupations. 2 
Business and education literature is replete with quotes 
revealing the evidence that greater care should be used by 
secondary schools in assisting pupils to choose a suitable 
vocational program. There is little doubt that there is a 
crying ne ed for greater guidance service in secondary business 
llnay, F., A Study of the Cooperation Between Business 
Education and Business, Master 's Thesis, Boston University,l948. 
12Bills, Marion, "Some Problems of Training Business 
Workers for a Large Organization, 11 Ninth Yearboolc, Eastern 
Commercial Teachers Association, 1936, p. 36. 
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education. Our attention is focused upon the need for se-
lecting pupils whose range of possibilities, vocationally and 
educationally , are capable of being utilized in the most pro-
ductive direct ons possib e. To handle this problem of se ec-
tivity one needs to be able to predict success in high school 
1 curricula and courses. To give puplls this much needed 
assistance shoula be the important object ve of the guidance 
! program. The vocational guidance program should enable pupils 
to define their objectives sharply; to plan their programs in 
' the light of their abilities , interests, and objectives. In 
I add tion to this pos t ve aspect of gu dance, it is equally 
I important that the student discover his deficiencies that may 
condition academic progress , and obtain a self-understanding 
of his own capacities and abilities. How to accomplish this 
goal involves an intelligent consideration of several factors. 
Enterline sets forth a list of factors, arran.- ed in the 
order of relative importance , to be considered in selectin3 
students for vocational business training: 
1. Interest in business as a career 
2. At least average intelligence 
3. Aptitude for business training 
4. Desirable personal and social qualities 
5. 1recessary traits such as appearance, health , 
loyalty, initiative , and industriousness 
6. Grades in previous courses, including the 
elementary school work 
7 . Potential trainabil ity-- capacity 
8. The need of businessl3 
13Enterline, H. G. , "Trends of Thought in Business Educa-
tion,"~~ nograph 72, South-Western Publ shing Compan~NewYa:k, 1947. 
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Shipley recommends that the basis of selection for 
specific training include the following: 
1. Securing information about individuals by means 
of reports, records, tests and measurements, 
and personal interviews. 
2. Use of a cumulative-record system including 
information on 
a . School record 
b. Tests of intelligence, achievement, apti-
tudes , and interests 
c. Social and economic background 
d . Trait rating 
e . Occupational experiences 
f . Recreational activities 
g . Physical and health data 
h. Other significant information14 
Both of the aforementioned authors advocate a program that 
would provide a complete profile of the student. Unfortunately, 
few schools have the administrative program that allows ample 
time, money and personnel to properly carry forth such a com-
plete and thorough study of each pupil . Instead many schools 
rely upon one or two factors in determining entrance into 
vocational business subjects . The principle of choice is 
hinged upon prognostic and intelligence tests, exploratory 
courses, and marks. First we shall deal with the merits of 
using tests to determine aptitude and skill for those con-
templated vocational business subjects. 
Many people scorn prognostic dev i ces as measures of little 
worth, or think of such techniques as being undemocratic. 
14shipley, Clifford B., "A Handbook for Business Education 
in the Small High School," Monograph 69 , South- Western 
Publishing Com~anyJ_ New York, 1947, p . 37. 
21 
This is a false belief and a limited point of view . R ghtly 
understood, there is nothing unpalatable about the fa cts of 
intellectual aptitude and nothing undemocratic or iniquitous 
about selecting the best for higher tra ning . Predictions 
involve all phases of living, and the desire and need for 
prediction is ever present . This function of prediction in 
daily life is aptly stated by Edwin A. Swanson: 
Parents predict achievement for their children. 
Farmers predict when rains will come . Politicians 
predict how the citizens will vote. Storekeepers 
predict what and how much their customers will buy. 
Eleme~tary teachers predict which of their pup i ls 
will succeed in high school. Employers ~gedict which 
applicants will make the best employees. 
In all these activities, it is possible to make wrong 
choices for such predictions i nvolve too much chance. But 
should we not strive t remove the elements of chance? 
1 Diagnosis of potentialities, however weak, is better t h an 
leaving choice to entire chance. The New York Committee 
appropriately states the need for prediction. 
Until recently little attention was paid to the 
problem of the low-ability student who continued to 
fail or for whom standards were lowered so that 
promotion was possible in a field in which he did 
not belong . Many of our secondary school students 
1o not have the mental ability nor the powers of 
concentration and ref lective thinking necessary for 
success in advanced bookkeeping and secretarial work 
and nothing is done to separate these boys and girls 
into groups that ill meet their abiljties and pre-
pare then for the jobs that they can do most 
successfully. 
15swanson, Edwin A., "Prognosis in Business Education," 
The National Business Education Quarterly , 11 : 11- 14, 1943. 
,, 
Prognostic testa aptitude testa, diagnostic 
tests, achievement teAts, a study of ntelligence 
quotient ratings ••• ~ s~ be incorporated in the 
program if the select; Te and guidance process is to 
produce the hoped-for-results.l6 
The hoped-for-results means the selectionof pupils who 
can profit from such education . Selectivity must commence 
with a study of the individual ' s ntellectual capacities . 
Academic ability and specific intellectual areas must be 
recognized, for only those pupils may profit from vocational 
subjects who have the degree of intelligence necessary to 
match the high degree of skill required by vocational sub"ects. 
Bensonl7 affirms this statement: 11 Skills are indispensa :> e for 
I efficiency . All of life depends , for its effectiveness and 
I efficiency, upon the organization of the motor and the 
intellectual skills. 11 This is particularly true for successful 
Ill stenographers where a high degree of motor skill is enjoined 
to high intellectual capacity. Phillips expresses this same 
thought: 
There is nothing progressive about education 
that attempts to make an opera s~nger out of a man 
who has no voice, nor that attempts to make a 
stenographer out of a girl whose motor reaction is 
sluggish and whose English background is so defi-
cient that she will not be capable of comprehending 
more than half of what she hears or of meeting 
16New York Committee, "Business Education Tomorrow," 
Fourteenth Yearbook, Eastern Commercial Teachers Association, 
Somerset Press, Inc., Somerville , New Jersey, 1941, p. 35. 
17Benson, Charles E., "Psychology of Skill , " Business 
Education World Service Booklet No. 9,pp. 6-10. 
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reasonable requirements as to spelling, punctuation, 
and English construction.l8 
The need for a better matching of students' aptitudes and 
abilities with the proper courses is demonstrated in a study 
by Bell wherein the unrealistic planning of youths in regard 
to occupations is shown by the percentages of students who 
desired certain types of work and the percentages of working 
youth who were actually engaged in those tasks.l9 
FIELD 
Professional-
technical 
Managerial 
Office-sales 
Skilled 
Semi-skilled 
Unskilled 
PERCENTAGE OF YOUTH 
DESIRI~G THE FIELD 
38.3 
9.1 
18.5 
18.2 
6.3 
2.5 
PERCENTAGE OF YOUTH 
E11PLOYED IN THE FIELD 
7.5 
4.1 
27.1 
4.3 
24.9 
14.6 
The work by Bell is substantiated in a recent study by 
Yeo20 that showed a somewhat similar picture taken from a 
school system in a New England city. 
18phillips, Frank c., 11 Ability Grouping as a Factor of 
Guidance in Curriculum '3election 1 11 Fourteenth Yearbook, 
Eastern Commercial Teachers Association , Somerset Press, Inc., 
Somerville, New Jersey, 1941. 
19Bell, Howard M., Youth Tells Their Story, American 
Council on Education, Washington D. c., 1938, p. 132. 
20yeo, J. Wendell , Report of a Survey of Guidar.ce 
Serv~ces, Boston University, 1948,- p. 25. 
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Yeo's report indicates that students consider social 
acceptability an important factor in detern ining t he i r voca-
tional choice. Approximately 57 per cent of the students 
reported a preference for the profess onal and seni-
professional vocations, agains t an actual distribution of 9 
per cent of such workers in ~ ~assachuset ts. The acceptance of 
domestic, operative and k:ndred work found lit t le preference 
although 53 per cen t o~ all gainful employed people in 
Y~ssachusetts are enga; ed in such type of employment. 
In studying this problem Feingo d21 found that approxi-
mately 48 pe~ cent of the boys and gi~ls chose occupations 
' above the :::-- capac ties. Not only do students ignore limited 
employment possibilities, but they also are unreasonably 
certain that they possess the ability to succeed Certainly 
the matching of aptitudes, skills and abilities is necessary 
to prevent probable failures of students in respect to the 
attainment of their chosen goals. 
Justification of the need for a test ng program is to be 
observed in a statement by Perry. 22 "No girl with an I. 
• 
below 90 has ever succeeded in completing the commercial 
course at the Allen High School of Commerce." This statement 
I 21Feingold, Gustave A., 
11 The Relation Between Intelligence 
1 And Vocational Choices of High School Pupils," Journal of 
Appl ed Psychology, June, 1923, p. 152. --
22perry, R. v., 11 After Graduation \r..rhat?" Balance Sheet, 
May, 1937, pp. 400- 403. 
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isrupported in a survey conducted by Carl Maddocks.23 In an 
analysis of the records of 100 failing students in five 
Connecticut schools, Maddocks found that none of the students 
had an I. ~· exceeding 115, only twelve were over 100, and 
more than one-third of these students had I. ~.'s below 85. 
He concluded that, in these schools, inadequate aptitude 
seemed to be at least a concomitant factor in the cases of 
95 per cent of the failing students. However, Maddocks ~s 
careful to state that aptitude is not entirely predictive of 
success or failure. The entrance of other factors may 
exercise control. Milton Hahn24 gives consideration to 
several of these determinant factors in his methods of 
selecting pupils for commercial education . He considers 
several items. 
1. ~fhat general academic ability does the student 
possess? 
2. \~at special aptitude and abilities are present 
and to what degree? 
3. What interest patterns does this pupil possess 
at present or potentially? 
4. What limiting factors of health and personality 
are present? 
23Maddocks, Carl W., 11The Factor of Intelligence in School 
Fa::.lures," School Review, October, l929,pp. 602-611. 
24Hahn, Milton , "The Selection of Pupils for Commercial 
Subjects," Business Education World, vol. 20, February, 1940, 
p. 489. 
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Basically here again the first three questions are con-
cerned with tests and measurements in evaluating the 
abilities, achievement, and interests of students. ~uestions 
three and four recognize that low aptitude alone does not 
cause scholastic failure. Many personal factors cause pupils 
of low aptitude to succeed, and Hahn gives reco~~ition to 
these factors of interests, health, and personality . 
This premise is likewise supported by Blackstone: 11We 
must recognize the fact that prognosis of any vocation is a 
complex pattern, made up of many elements each of which must 
be tested. 1125 
. Hardway discourages the use of a single test for pre-
dicting success in skill subjects when she states: 
Combination of several factors hold the most 
promising possibilities for a sound basis for guid-
ance. The most successful program yet reported was 
worked out by E . S . Eyster at Fort Wayne, Indiana . 
The factors used in the predictions were mental 
rating, average of English gr ades in high school, 
average of other grades , score on Hoke Prognostic 
Test (of stenographic abi~~ty) , and personal trait 
ratings made by teachers . 
\'·Jhile there is agreement that interest and vocational 
aptitude tests , personality traits , and work habits are 
important factors in achieving vocational success , Forrester 
warns: 
25Blackstone, E . G., "Prognosis in Business Education," 
Business Education World, vol . 19 , March , 1939, p. 533. 
26Hardway, Mathilde, "Prognostic or Aptitude Tests for 
Skill Subjects, 11 Business Education World, vol. 24 , March, 
1945 , p. 372 . 
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Each test score or observation must be considered 
as representing only one small part of the indivi-
dual's total aptitudes, accomplishments, or 
personality traits and must not be regarded as a 
final appraisal. One must constantly look for 
supplementary evidence to use with the test data.27 
All of the above selective factors provide means of 
assisting the student to choose a major curriculum in keeping 
with his aptitude and ability. If, after this type of anal-
ysis, he is unable to think of a vocation ~hich he can list 
I as the one he has cbosen to prepare for, then the school may 
t assist the student through the use of "tryout or exploratory 
courses." 
The principle of the exploratory course is to familiarize 
the student with the types of vocational occupations similar 
to his interests and preferabl, parallel with his individu-
alized diagnosis of aptitudes. The student is questioned or 
,
1 
tested as to his valid interests and then assigned to a short 
1 unit of work, or a semester course, related to his interests. 
Great care must be exercised n Qiscovering as to whether the 
student's liking or antipathy for a course lJ.as been a genuine 
interest or a genuine distaste.. Superficial factors may he a 
favorable or unfavorable reaction to the instructor, the 
associates in the class or activity, early success or lack of 
success in the subject, and desire for social prestige. A 
warning on short t yout courses is issuec by Elizabeth Osborn&. 
27Forrester, Gertrude, Methods of ocational Guidance, 
D. c. Heath and Company, Boston, 194~ p . 311. 
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It does not seem logical to attach much value to 
a six-week tryout course when records show that, after 
students have completed the first semester sat~~fac­
torily, they fail in the succeeding semesters. 
It is quite probable that this is true. However, efforts 
along these lines cannot fail to provide progress a nd every 
little gain is distinctly worth while. The problem of avoid-
ing misfits, excess enrollments, vaste of time and effort both 
of the teacher and pupil , as well as the achievement of better 
vocational choices, is a major problem that requires the use of ' 
many techniques. 
In addition to the exploratory courses, greater attention 
in schools is being given to the indices of ability to perform 
creditably in another subject on the basis of marks achieved 
in certain predictive courses. Grades become a scholastic 
barometer which indicates, with some degree of accuracy, the 
educational and occupational level upon which a student may 
expect to conpete. If a student gets high grades in high 
school math ematics and chemistry, the guidance department 
assLunes ~at the student has exhibited aptitude for one of the 
engineer~ng or chemical professions. This diagnostic inter-
pretation of school grades assumes that a student's perform-
ance has been adequately evaluated. 
28
osborne, Elizabeth, 11The Relationship between Certain 
Psychological Tests and Shorthand Achievement, 11 ~ontributions 
to Education, To . 873 , Bureau of Publicat~ons, Teachers 
College, Columbia University, New York, 1943. 
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Evaluation is necessary for grades are based on a rela-
tive standing within a competitive group and do not measure the 
performance of the individual in relation to universal stand-
ards of performance. For example, an A grade achieved by a 
student in one school may correspond to a B minus or even less 
in another school . Grades should be i nterpreted with caution 
for aptitude and grades are not perfectly related . But grades 
achieve significances when the ability of a student is rated 
on norms obtained from standardized tests . Or again, compari-
son may also be made with students on the next higher educa-
tional level. The correlation between average elementary 
school marks a~d average high school marks was found by 1iles 
to be .71.29 
The numerous variables involved in gr~des make it diffi-
cult to interpret grades as infallible indicators of aptitude . 
Rather , grades should be used as rough estimates of possible 
future achievement. 
29~.Hles, W. R., 11 Comparison of Elementary and High School 
Grades," University of~ Studies in Education, vol. 1, No. l, 
1910. 
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CHAPTER III 
METHODS OF PROCEDURE 
The following procedures were used in conducting the 
normative survey of methods of assisting students in selecting 
a business curricula. 
1. Research reports and literature in the field of 
guidance were studied to obtain background 
information on the problem. 
2. A check list was prepared in order to formulate 
a tentative questiclnaire. 
3. The check list was discussed with authorities 
in the field to obtain a clear understanding 
of the factors involved and of the importance 
of each quest on in the liEht of the objectives 
set up for the study. 
4. A four-page check list was constructed for use 
in ~athering information concerning the prob-
lem. This tentative questionna re was tried 
out and revised. 
5. A mailing list was prepared t ·rom The 1948 
Educational Directory of the 1assachusetts 
Department of Education , and the 1948 l'anual 
for the Use of the General Court of Massachusetts. 
6. Eighty-seven check lists and letters of trans-
mittal were sent to pu~lic high schools in 
Massa chusetts, all of which were located in 
communities of 5,000 or more inhat tants. 
7. Two follow-up reminders, a letter and a postal 
card, were sent to the schools which failed to 
return the check list. 
8. Fifty check lists returned by schools were 
tabulated on tally sheets . 
. 
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9. The tabulated data gathered was analyzed and 
interpreted to determine the extent of the serv-
ices offered in assisting the business student 
in choosing the proper courses. 
EXPLANATION OF PROCEDURES 
1. Review of Related Literature: A survey of past and current 
literature was made to obtain a general knowledge of the 
opinions, trends of thought, and actual practices of 
various writers and experts in the subject of vocational 
guidance. This examination included both general and 
vocational guidance books, yearbooks, research reports 
and journal articles. Particular note was made on the 
'I 
readings that related to the methods and techniques of 
guidance as pertaining to business education, and specifi- 1
1 
cally to the problem of matching students' skills, Ill 
aptitudes and mental ability with the proper courses. 11 
2. Check List: A tentative outline of possible questions to 
be asked relating to the guidance of business education 
was formulated. Each question was arranged to assure 
continuity of answers and ease of tabulation. 
3. Discussion with Authorities: Before the check list was 
incorporated into final outline, the questions were sub-
mitted to several professors and teachers of business 
education to obtain their criticisms and suggestions. The 
reviewers proofread the list in order to discover any items 
omitted, superficial items, or items of ambiguity • 
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4. Revision of Check List: With the insight and knowledge 
gained from the discussion of the che ck list with people 
5. 
professionally active in business education, a tentative 
check list was constructed. Several copies of the form 
were submitted to graduate students of business education 
for completion to determine their reaction as to ease 
of answering each question. Constructive suggestions were 
incorporated into the check list and a final draft was 
prepared for transmittal to chosen schools. 
Mailinf!j List: Secondary schools of all types were 
investigated, viz., the senior high school, four-year high 
school, and six-year high school. The fact that a large 
number of these schools exist in the state, and the 
assumption that whatever guidance was being carried on in 
the smaller schools would be done mostly by the principal, 
influenced the writer to limit the research to communities 
with populations of 5,000 inhabitants or more. Construc-
tion of a mailing list was planned under this basic 
assumption. 
Two sources were utilized in compiling the list of 
schools to be investigated: (1) The 1948 Educational 
Directory of the Massachusetts Department of Education 
(2) The 1948 Manual for the Use of the General Court of 
Massachusetts. The first source gives a listing of the 
public secondary high schools of the state. In the second 
source is found the population of the Massachusetts 
-=-~==-~-==~========~~= 
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communities according to the state census of 1945 . The 
state census was chosen in preference to the federal cen-
sus because of the five-year later date . 
The list of public secondary schools was compared with 
the state census to determine which schools were eligible 
to be included within the study. Of the original 238 
schools offering business education , 100 were located in 
communities of less than 5, 000 population. Elimination of 
these schools from the study left a total of 138 schools 
eligible for inclusion in the study . 
The number of schools qualifying for inclusion within 
the study constitutes a selected sampling . A direct 
effort was made to apply a system of control over the 
se ection of data: (1) to increase the certainty of a 
representation from the various related elements of 
guidance in so far as these functions have a bearing upon 
the problem at hand; (2) to exclude those types of schools 
wherein the functions of business education guidance would 
be almost non-existent because of limited business educa-
tion enrollments , thereby creating extreme statist cal 
deviates of data. 
6 . The Letter of Transmittal: A letter of transmittal was 
prepared to accompany the check list to each of the 
participating schools . The enclosure explained the pur-
poses of the survey, and asked for the cooperation of 
either the guidance director or the head of the business 
department in filling out and returning the check list. 
resume of the results of the survey was offered to eaCh 
respondent if he desired a report. 
ctuall~ completion of the check list by the guidance 
director or the head of the business department was con-
tingent upon the staff member directly responsible for the 
vocational guidance of the business students. An allowance 
of such flexibility as to the answers was considered neces-
sary due to the divergence of authority and responsibility 
as to who is primarily in control of the vocational guid-
ance of business education students , the guidance director 
or the head of the business education department. 
7. Follow-up: After al·lowing three weeks to lapse, a follow-
up letter was mailed to those participating schools which 
had not yet replied to the first appeal in the survey. 
After three more weeks, a follow-up postal card was sent 
to the schools which still had not returned the check 
list. Two weeks was allowed as ample time to collect 
straggling reports before the study was closed. 
8. Tallying: Before proceeding to an analysis of the gathered 
material, all data was carefully arranged on the tally 
sheets. The chief problem was the formation of appropri-
ate categories. The material was noted for similarities, 
differences and delimiting concepts, and fitted according 
to classification into an integrated scheme. This sys-
tematic arrangement of data was necessary in approaching 
the matter for a mechanical aspect rather than from an 
analytical viewpoint. The mechanical categorizing of 
results prepared the material for possible rearrangement 
and statistical analysis, comparisons, solutions,and in 
general for the actual process of interpretation and 
generalization of findings and conclusions. 
9. Analyzation and Interpretation of Data: Before the tabu-
lated results could be analyzed and interpreted, the tally 
heets were organized into graphic form and computationa l 
figures derived as to frequency of distribution of each 
question, the range of responses to each question, and the 
mean number of items checked in each question in which 
responses of more than one item could be checked. Sta-
tistical measures were employed to discover the central 
tendencies or variance of items as checked by the 
participating high schools. 
Organization of the data in graphic form provided the 
perspectivA needed to analyze the data and to formulate 
some t entative conclusions and suppositions. 
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CHAPTER IV 
REPORT OF THE STUDY 
Introduction 
In making this survey of guidance for business education 
students the check list was limited to a study of the present 
methods and techniques of guidance for vocational business 
education pupils in 50 Massachusetts secondary schools located 
in communities of more than 5 1 000 population. The community 
approach was decided upon as the best possible method of 
observing the extent of the guidance functions as influenced 
by the size of community population. Two hundred and thirty-
eight public high schools in Massachusetts offered business 
education courses. Of this number, 100 of the public sChools 
were located in communities of less than 5 1 000 population. 
The remainder 138 public schools were eligible to be included 
within the study. A survey of guidance as practical for 
business education students in 50 of these schools provided 
a sample of 36 per cent. 
Returns According to Populations: An analysis of the 
public high schools reporting 1 Table I, reveals the popula-
tion of the 50 communities returning check lists. 
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TABLE I 
POPULATION OF COMMUNITIES 
RETURNING CHECK LISTS 
Population Number Percentage 
in Thousands of Communities of Communities 
53 - above 10 20 
48 - 52999 l 2 
43 - 47999 2 4 
38 - 42999 3 6 
33 - 37999 l 2 
28 - 32999 l 2 
23 - 27999 5 10 
18 - 22999 6 12 
13 - 17999 6 12 
8 - 12999 9 18 
Less - 8000 6 12 
Total 50 100 
No average mean or median was computed from the sta-
tistical data on community population . Instead, the data was 
classified into areas of concentration of schools according 
to the size of co~~unities. This treatment of data was more 
meaningful for it gave a generalized picture of the number of 
schools located within the range of spec fie population 
figures , and thus showed potentialities of indicating incidents 
of guidance were influenced by community size. 
I 
Twenty-six of the check lists used in the study were 
returned by high schools located in communities of between 
8,000 and 28 1 000 people. Ten of the check lists came from 
schools situated in population centers of more than 53 1 000. 
Six check lists were received from schools in small communities 
of less than 8,000. Eight returns were received within the 
range of 28 1 000 to 52 1 999 popu+ation. 
Distribution of the high schools used in this study 
in terms of percentages, showed 78 per cent of the responding 
schools were located in communities with populations between 
5,000 and 53,000 inhabitants. Twenty-six of the schools, or 
52 per cent, were concentrated within the range of 8,000 to 
28,000 population. At the extreme brackets, the study revealed 
12 per cent of the schools in communities of less than 8,000 1 
and 20 per cent of the schools in large cities of 53 1 000 or 
more people. 
The quoted figures of population were shown in order that 
a contrast of the size of the community might be made against 
total enrollment and business education enrollment. This 
treatment of data was necessary to visualize the possible 
influence of the size of the communities' population as it 
!reacted to the type and completeness of the guidance program 
for business education students. 
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Guidance programs varied from school to school in 
proportion to the needs of each particular school . Before 
attempting to reveal any facts on the guidance programs of 50 
different size high schools , a graphic picture of the actual 
enrollments must be obtained . The school of 180 students 
equired a different type of guidance program in harmony with 
its own individual needs and wants , in contrast to the program 
of a school with attendance in excess of 2 , 000 students . The 
size of the community exerted a controlling factor on 
enrollments; and enrollments exercised a strong force in 
determining the amount of time , effort, money and personnel 
heeded to adequately perform guidance. The first step then was 
to show the enrollments of the schools studied both in regard 
to total attendance and enrollments within the business education 
liepartment. 
Returns Accorii~ to Total Enrollment . Table II shows 
the distribution of the public high schools used in this study 
according to their total enrollment. Enrollments within the 
high schools studied varied between a low of 180 students to a 
righ of 2 , 450 students. This range included 92 per cent of the 
schools studied. Eight per cent of the schools studied omitted 
an answer . Fifty-four per cent of the s chools had enrollments 
ff between 500 and 1 , 499 students . Twenty per cent of the 
schools had enrollments of less than 499 students , and 18 per 
cent had enrollments of more than 1 , 500 students. 
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TABLE II 
HIGH SCHOOLS RETURNING CHECK LISTS 
CLASSIFIED BY TOTAL ENROLLMENT 
Enrollment Number Per Cent 
High School of Schools of Schools 
180- 499 10 20 
500- 999 19 38 
1000-1499 18 16 
1500-1999 5 10 
2000-2499 4 8 
Unknown 4 8 
Total 50 100 
Returns According to Enrollment !£ the Business Depart-
ment. A further analysis of attendance on a departmental basis 
was needed to provide a viewpoint of the guidance program as 
influenced by a specific curriculum. Table III reveals the 
figures on enrollment of business education students. 
TABLE III 
HIGH SCHOOLS RETURNING CHECK LISTS CLASSIFIED BY 
ENROLLIVIENT IN THE BUSINESS DEP ARTlii.IENT 
Enrollment in Number Per Cent 
Business Department of Schools of Schools 
50- 249 16 32 
250- 499 10 20 
500- 749 4 8 
750- 999 0 0 
1000- 1249 3 6 
over 1250 1 2 
Unknown 16 32 
Total 50 100 
Although the range of the total school attendance in the 
communities studied was wide, a categorical summary of the 
enrollment in the business department disclosed a majority 
grouping of schools within the lower limits of the graph. 
Twenty-six of the 34 schools reporting enrollment in the 
business department had less than 499 enrollees. Eight schools 
had business education enrollments of more than 500 students. 
Four of the aforementioned eight schools signified enrollments 
of less than 750 students, and four schools had enrollments in 
excess of 1,000 students. The range of Table II extends from 50 
to 1,250 students. Fifty-two per cent of the schools had 
business enrollments of less than 500 students. The lower 
categories would have shown a higher percentage but for the 
regretable fact that 32 per cent of the schools omitted filling 
out this section of the check list. Thirty-two per cent of the 
schools had enrollments of less than 250 students in the 
business department. If the non-reporting 32 per cent had 
answered this item on the check list, the lower brackets of the 
business attendance table would have shown an increase. For 
16 of the schools not entering a numerical answer on the 
business education enrollment had total school enrollments of 
less than 900 students. Small total attendance within the 
school was generally indicative of a small enrollment within 
the business department. 
The statistical data on the preceding two tables showed the 
majority of the schools surveyed had enrollments in the 500 to 
1 1 000 pupil bracket, and the enrollment within the business 
iepartments were generally limited to less than 500 pupils. 
The Extensity of the Guidance Program 
In preparing the check list, the first five check items 
were designed to show evidence of the extent of active 
participation by the school's personnel in the guidance 
program, and the completeness of the program. The best 
interests of the individual, as well as the school, required 
the utilization of an ade quate personnel program to assist the 
student to find satisfactory help in making necessary adjust-
ments. The variety and scope of the guidance activities were 
controlled by the adequacies of t he personnel and equipment 
available to carry forth the functions of guidance. 
rganization of the Guidance Department. The initial 
question on the check list was asked to discover the thorough-
ness of the organized guidance department, "Does the guidance 
department operate on a full-time basis?" Table IV discloses 
the findings. 
TABLE IV 
EXTENT OF THE GUIDANCE PROGRAM 
Answer 
Full-time 
Part-time 
Total 
Number of Schools 
39 
11 
50 
Per Cent 
78 
22 
100 
An awareness of the essential necessity for a full-time 
guidance program within the school was recognized by 78 per 
cent of the schools reporting on this che k list. 
Lack of a full-time guidance program was reported 1--J y 11 
schools or 22 per cent. It is fairly reasonable to conclude 
that the size of the total student enrollment was a condition-
ing factor as to whether a school had a full -time rogram or 
not. This premise was derived from the figures wherein seven 
of the schools desi 0 nating a lack of a full-time guidance 
II program had total enrollments of 300 or less students. Two 
of the schools did not report total attendance. ~he remainder 
two schools replying negatively had enrollments of between 
600 and 700 students. 
Responsibil ty of the Guidan ce Director in Relation to 
Subject Matter Courses. In conjunction wit qllestion number 
one, question two was formulated to arrive at an est imate of 
the amount of time devoted by the head of the guidance de?art -
ment to teachin~ courses of a non- guidance nature . The amount 
of time s pent :n teaching subj ects not related to guidance was 
a restriction on the maximum consumpt on of t me utilized in 
furt ering the welfare of the st udent. II 
I 
44 
TABLE V 
GUIDANCE DIRECTORS TEACHING COURSES OF NON-GUIDANCE NATURE 
Answer 
No 
Yes 
Omitted 
Total 
Number 
30 
16 
4 
50 
Per Cent 
60 
32 
8 
100 
In answer to question one, 78 per cent ot the schools stated 
that a tull-time program ot guidance was functioning within 
the schools, yet only 60 per cent ot the schools in answer to 
question two reported the guidance director as devoting his 
entire school working day to guidance. The difference ot 18 
per cent inferred that nine schools believe they had a full 
time guidance program in relation to their needs and wants 
even though the-person administering the guidance activities 
did not apply his entire time to the program. In 16 of the 
schools, the head of the guidance department taught from one 
to four periods a day of academic subjects which ranged from 
languages, through mathematics and social studies. One 
director reported teaching a business subject. Eight per 
cent ot the schools omitted an answer. A close analysis of 
the 16 schools answering the second question in the affirma-
tive revealed nine of the schools had enrollments of less 
than 500 students, three schools approximately 600 students, 
one school 1,000 students and attendance unknown in the 
remainder three schools. 
Analysis of the Extensity .Q.f. the Guidance Proiram 1m .m1 
Hourly Basis. Delving further into the extensity of the 
guidance program, question three attem~d to reveal the amount 
of time spent each day by the guidance personnel in executing 
guidance functions. 
TABLE VI 
HOURS D~OTED DAILY TO GUIDANCE BY DIRECTOR 
Hours Schools 
i 1 
1 1 
2 3 
3 3 
4 2 
5 5 
6 ? . 5 
8 ? 
Entire time 13 
No definite 2 
Omitted 8 
Total 50 
Total Hours 
.5 
1 
6 
9 
8 
25 
35 
56 
?8 
218.5 
Per Cent 
2 
2 
6 
6 
4 
10 
10 
14 
26 
4 
16 
100 
The length of daily time given to guidance varied widely. 
The range extended from an interval of a half hour through an 
eight- hour day. The average daily time consumed by guidance 
for the 50 schools was four hours, 22 minutes. Disregarding 
the 11 schools that failed to answer with a definite interval 
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of time or omitted any time, the average for the 40 schools 
was considerably increased. The average time was increased by 
25 per cent to 5 hours, and 24 minutes. ·In computing the aver-
age time, the category entire time was assigned an arbitrary 
value of 6 hours. This empirical decision was discerned by 
a lack of specific evidence to substantiate a longer interval 
for those schools answering the question verbally, rather than 
numerically. Instead the derived figure was computed as 
follows: In Massachusetts, the public high school pupil 
usually was in attendance a minimum of five hours a day. By 
adding another hour for required teacher attendance, the 
arbi~y time interval was attained. Sixty-four per cent of 
the schools consumed from four to eight hours daily in carryUg 
forth the responsible task of striving for student adjustment 
to the school situation. Within the 16 per cent of the schools 
providing three or less hours daily for guidance, the notable 
fact arose that 12 per cent of the schools had enrollments of 
less than 500 pupils, and the remainder four per cent lay 
within the 600 to ?00 student attendance interval. Either an 
omission or a vague answer to question three resulted in a 
20 per cent loss of evidence. 
Schools Reoorting Assistant Counselors Assigned to the 
GUidance Department. The schools participating in this study 
were asked to indicate how many assistant counselors were 
assigned to the guidance department and whether the assignment 
was on a pa~time or a full-time basis. The results are 
lr_ 
indicated in Table VII 
TABLE VII 
ASSISTANT PERSONNEL ASSIGNED ON FULL-TIME 
AND PART-TIME BASIS TO THE GUIDANCE DEPARTMENT 
No. of Schools 
Assigning Total Number 
Frequency Counselors Counselors Assigned Part- Full- Part- Full-
Time Time Time Time 
12 1 12 
11 0 
10 1 10 
9 0 
8 1 8 
7 0 
6 3 18 
5 3 15 
4 3 12 
3 5 1 15 3 
2 2 1 4 2 
1 6 5 6 5 
Totals 25 7 95 10 
Schools Reporting 
No Assistance 13 
Schools Reporting 
Homeroom System 2 
Omitted Item 6 
Total 46 7 95 10 
Fifty per cent of the schools surveyed indicated that 
teachers were assigned to the guidance department on a limited 
basis, and 14 per cent of the schools employed guidance per-
sonnel in a full - time capacity. The number of faculty members 
48 
), 
assigned on a part - time schedule in the guidance department 
ranged from one assistant in small schools to 12 assistants 
for a large school. Three of the surveyed schools attached 
such importance to guidance, that they averaged ten teachers 
per school on a part-time assignment to the guidance depart-
ment. Two of these schools, assigning an average of ten 
members of the faculty to provide guidance, had large enroll-
ments in excess of 1,000 students. The third school had a 
total enrollment of 590 students or an assistant counselor fo~1 
approximately every 60 students--a notable achievement in the 
• present day practice of guidance. Holt~ever, such an att1 tude 
on guidance did not prevail in all schools. Twenty-six per 
cent of the schools studied reported no assistant guidance 
personnel, and four per cent of the schools indicated the 
function of guidan.ce was dependent upon the homeroom teacher. 
Seven schools em~ loyed one full-time assistant, one echo~ 
two full - time guidance assistants, and one school three full-
time guidance personnel. Several schools hired a full - time 
assistant for the guidance department and in addition assigned 
II teachers with free study periods to help in the guidance otnca 
Ninety-five teachers were assigned on a part - time status 
to assist in providing guidance, or an average of 3.8 teachers 
for the 25 schools indicating part-time assistants in guidanc~ 
Personnel assigned on both a part- or full- time schedule 
totaled 110 members of the faculty. 
Although not specifically stated in the 26 per cent of 
49 
the schools reporting no assistants, the indication by school 
enrollment seemed apparent that the smaller schools leave the 
guidance program to be handled by the principal or the head 
of the guidance department. 
Business Educators Assigned~ the Guidance Department. 
The complaint was sometimes heard that the administrators and 
academists assigned to the guidance department stress to the 
advisee the importance of electing academic subject matter. 
Or go to the other extreme or recommending a course or study 
in the business t1eld because the student had failed in the 
college preparatory and academic subjects. The business field 
became the panacea for those students unable to progress 
satisfactorily in other curricula. To eradicate this problem, 
the guidance personnel needed to be educated to the essential 
necessity of assisting students to take courses in harmony 
with the abilities, interests and future needs of each indi -
vidual. This undertaking was speeded by assigning business 
education teachers to assist in providing guidance. The busi-
ness teacher was prepared to give adequate business education 
and vocational information. Likewise the business assistants 
served to co-ordinate the effort or the guidance department on 
views and ideas of the minimum essentials for all students 
regardless of student goals. Table VIII indicates the present 
progress in this regard among the 50 schools surveyed. 
-- ----,:=--======-==--='-=-"-
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TABLE VIII 
ASSIGNMENT OF BUSINESS TEACHERS AS 
ASSISTANTS IN THE GUIDANCE DEPARTMENT 
Answer 
Yes 
No 
Total 
Schools Reporting 
16 
34 
50 
Per Cent 
32 
68 
100 
Thirty- two per cent of the schools included in the study 
reported some member of the business education department 
assisting ~n the guidance office. However, the per cent of 
business teachers assigned to guidance was very limited, for 
68 per cent of the schools studied reported a lack of business 
teachers working in guidance. Of course, the business teachers 
were available in the school and could have been called upon 
to assist in advising students on business matters and in 
providing information. Yet the student had to seek out this 
assistance for it was not immediately available in the guidance 
office. 
Business Department's Responsibility in Providing Guidance. 
Thirty-two per cent of the schools surveyed designated some 
member of the business education department as working either 
as a part-time or a full-time assistant in the guidance office. 
Yet, the participation of the business education department in 
guidance was not as limited as the previous mentioned per-
centage infers. The business department heads were therefore 
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asked to check the extent of the responsibility assumed by 
their departments in providing guidance for business education 
students. The responses to this question have been summarized 
in Table IX. 
TABLE IX 
RESPONSIBILITY OF BUSINESS DEPARTMENT IN 
PROVIDING GUIDANCE FOR BUSINESS EDUCATION STUDENTS 
Schools Per Cent 
Respnnsibility Reporting of Schools 
Conducts entire program 2 4 
Conducts part of program 31 62 
No responsibility 17 34 
Total Schools Responding 50 100 
Of the 50 schools participating in the survey, only two 
schools conducted the entire guidance program for assisting 
business education students to select a proper business curri-
culum. The decentralization of guidance functions for business 
students over to the business department stemmed from the large 
enrollments in the two schools. 
Most schools had not placed such an entire responsibility 
onto the education department. Instead 62 per cent of the 
schools participating in the study reported a co-ordinated 
effort. The central guidance office and the business depart-
1 ment mutually aided the student in determining his abilities 
and potentialities toward the business curriculum. 
II 
The responsibility of the business education department 
to wholly or partially assist students in choosing a proper 
business curriculum did not extend to all schools. In 34 per 
cent of the schools studied, guidance was primarily the duty 
of the guidance department. The business education department 
assumed no responsibility for directing or assisting the stu-
dent in discovering and determining what courses he should 
pursue. The placing of students into a proper curriculum was 
the concern of the guidance office. 
Activities Provided lB Business Education Department for ·' 
Assisting Pupils Select ~ Business Curriculum. 
Coupled with the previous question, important checks were 
made as to the present extent or scope of the selective guidanoo 
activities as performed by the business education department. 
With this purpose in mind, question seven was devised to deter-
mine approximately what services the business education depart-
men~ provided. The following page shows Table X which indi-
cates the activities,trequency of occurrence, and rank of 
the item. 
The most common service offered by the business department 
studied was in providing an orientation or exploratory course 
in business education for students contemplating a business 
curriculum. Forty-eight per cent of the schools studied 
reported this service as ranking first. The next three most 
common types of services in order of decreasing importance 
used in the guidance of business students and the per cent ot 
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TABLE X 
RESPONSIBILITY OF BUSINESS DEPARTMENT IN 
PROVIDING GUIDANCE SERVICES FOR BUSINESS STUDENTS 
Services of the Number of Per Cent 
Business Department Schools of Schools 
Orientation or Exploratory 24 48 
Courses 
Occupational Information 23 46 
Counseling 22 44 
Referrals on Occupational 20 40 
Information 
Testing Programs 19 38 
Career Days 4 8 
Miscellaneous Services 8 16 
Schools Reporting One or 
More Services 42 84 
Schools Reporting No 
Services 8 16 
Total 20 100 
Rank of' 
Item 
1 
2 
3 
4 
6 
6 
Mean number of services reported per school, based on 50 schools 
2.8 Range 10-6 
schools reporting these activities were: Provided occupational 
information, 46 per cent of the schools; counseled, 44 per 
cent; and referral of students to sources of occupational infor-
mation, 40 per cent. All of the aforementioned activities had 
a common characteristic--a talking over with the student of what 
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was offered in business subjects by the school. The fact that 
these guidance services provided by the business department 
were of an advisory nature may be indicative that most of the 
schools depended upon the central guidance department to provide 
most of the guidance. The business department merely supple-
mented the guidance services provided by the guidance depart-
ment. 
The two services provided least often by the schools 
studied were testing programs and career days. Thirty eight 
per cent of the business departments surveyed were responsible 
for testing programs. Eight per cent of the schools provided 
career days. The last two services mentioned apparently were 
primarily responsibilities of the guidance department. A 'fur-
ther analysis of testing programs will be made later in this 
chapter. Eighty-four per cent of the schools reported one or 
more guidance services offered by the business department to 
students. Sixteen per cent of the schools indicated that no 
guidance services were given by the business education depart-
ment. The number of services provided by the business depart-
ment ranged from none to six. The mean number of services fur-
nished was 2.8, based on 50 replies. 
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TESTING 
An important aspect of any guidance program was the 
recognition of the differences that exist among students as 
to native and acquired abilities and interests. To achieve 
an awareness of the degree of difference between students, 
testing programs were becoming increasingly important. 
,. 
Previously schools had been aware of and widely used the 
general achievement test as an index of the students capa-
bilities. Schools were beginning to recognize the added value 
of determining by test results student needs, interests and 
abilities. The use of tests provide for the · counselor an 
additional source of information to assist him in constructing 
a profile of the possibilities of a pupil's achieving success 
in a particular subject or field of endeavor. 
Intelli~ence Tests. Several sections of the check list 
were devoted to discovering and interpreting the policies of 
the schools surveyed regarding current practices in testing. 
Table XI summari%es the findings of the study in regard to 
general intelligence tests. 
Analyzation of the findings regarding the use of intelli-
gence tests revealed many interesting facts. Previously, the 
investigation disclosed the fact that 38 per cent of the busi-
ness education departments conducted a departmenta lized 
testing program. Table XI now affirms the previous stated 
opinion that testing was primarily the responsibility of the 
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TABLE XI 
r:JTELLIGEYCE TESTS 'JSED IN ASSIST:!:l'~"G STUDENTS TO 
SELECT A CURRICULUM 
Name of Test 
Grade Levels 
Administered 
8 9 10 11 
Otis Qulck Scoring 
California Mental Maturity 
Kuhlman Anderson 
Pintner General 
American Council on 
Education Psycholoeical 
Otis Group Intelligence 
Henmon-Nelson 
Boston University Battery 
California Short Form 
Chicago Primary '1ental 
Ability 
6 13 
2 2 
5 
3 
l 
4 
1 
1 
1 
6 
4 
2 
3 
4 
2 
1 
4 
2 
l 
l 
2 
1 
2 
l 
l 
7 
l 
2 
3 
2 
4 
24 39 15 19 
Schools reporting the use of one or more 
i~telligence tests 
Schools reporting the use of no 
intelligence tests 
Total Schools Responding 
Total l'Jo . 
Times 
12 Test Used Rank 
l 
2 
1 
4 
24 
13 
12 
10 
9 
9 
9 
7 
4 
2 
99 
l 
2 
3 
4 
5 
5 
5 
6 
7 
8 
42 or 84 per 
cent 
8 or 16 
50 100 
per 
cent 
per 
cent 
Mean number of intelligence te sts used based on 50 schools 
is 2 . 
-- "-
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guidance office. Eighty-four per cent of the schools studied 
acknowledged the use of a testing program. Eight schools 
failed to answer the question relative to the use of intelli-
gence tests. This omission does not necessarily denote a lack 
of a testing program. 
II The most commonly used intelligence measure was the Otis 
Quick Scoring test. This test was administered 24 times out 
of a total of 90 tests given by the schools. The mean average 
of intelligence tests used, based on 50 schools, was two. 
The most popular teste, in terms of frequency used and in 
order of decreasing importance, were: Otis Quick Scoring, 24 
schools; California Mental Maturity, 13 schools; Kuhlmann 
Anderson, 12 schools;Pintner General, 10 schools; In rank 
order, three teats were tied for fifth position; American 
Council on Education Psychological, the Otis Group Intelli-
gence, and the Henmon-Nelson. Each of these tests were admini-
stered nine times. Other tests used at lese regular intervals 
by the schools than the foregoing included the Boston Univer-
sity Battery Exam, the California Short Form, and the Chicago 
Primary Mental Ability Test. 
A great number of intelligence tests have been produced. 
Many of these tests were individually mentioned, but the 
reported use by the schools of these teste were so few in num-
ber that no attempt was made to include them in the table. 
Good guidance called for the administration of intelli-
gence tests early in the student's high school career. The 
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resulting test data aided in bringing about a better under-
standing of the capacities of students, and served as an edu-
cational yardstiCk in planning courses of study with the stu-
dents and parents. The test results allowed the counselor to 
estimate the probability of success in future school work or 
in vocational endeavor. Following this premise an effort 
was made in the investigation to determine at what level 
intelligence tests were administered. 
Sixty-two of the tests were conducted at the eighth and 
ninth grade levels. This placement was appropriate for it 
assured the guidance department ample time to utilize the 
results in educational planning for the student. Fifteen 
schools provided tests on the sophomore level and 19 schools 
on the junior level. Testing on the junior level was inter-
preted as sequential measuring. The information yielded may 
act as a supplementary measure verifying previous testing 
results, thereby increasing the possibilities of forming 
correct judgments. 
Proillostic Measurements in Business Education. The rapid 
increase in student enrollment in the business subjects during 
recent years made acute the necessity for valid prognosis in 
this field. 
From the standpoint of business guidance, 50 per cent of 
the schools verified the use of prognostic measures in deter-
mining ability of a student to successfully complete business 
courses. Unfortunately, prognostic tests were few in number, 
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and guidance departments had less experience with prognostic 
measures than mental tests. A reluctance to use prognostic 
measures was shown by the 42 per cent of the schools that 
made no use of these measures. An answer to this item was 
omitted by eight per cent of the respondent ·s. 
TABLE XII 
PROGNOSTIC TESTS USED IN PREDICTING 
SUCCESS OF BUSINESS EDUCATION STUDENTS 
In all of the different types of prognostic measures 
available, only four specific tests were checked or mentioned 
often enough to be included in a table. Twenty-six per cent 
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of the schools used the Turse Stenographic Aptitude Test in 
predicting probable success of students for stenography. In 
second and third rank were the Minnesota Vocational Test for 
Clerical Ability and the Detroit Clerical Aptitude Exam. 
Apparently prognostic testing for the business students 
was confined to the stenographic and clerical vocations. 
Several schools listed odd prognostic measures, but as the 
frequency of occurrence was limited to a single record of each 
test, no attempt was made to list the tests. 
Vocational Choice ~ Influenced ~ Other Factors. The 
purpose of the previous paragraphs was to discover what testing 
influences were used by the school to assist students in 
selection of a curricula. It is logical, therefore, to ask 
what additional predictive factors were sought in guiding the 
efforts of the young students to satisfactorily choose a 
vocational career. The extent the guidance department attenpted 
to determine other predictive factors is shown in Table XIII. 
Ninety-two per cent of the schools acknowledged the 
presence of other predictive factors influencing the choice of 
a business curricula. Of the 46 schools who recognized other 
determinates aside from intelligence tests in assisting stu-
dents, 33 of the schools placed the most stress on the predic-
tive value of general scholastic marks. Approximately 32 of 
the schools recognized the motivation factor of student 
interest in a course, and the guidance department sought to 
evaluate the extent of this interest. Parental influence was 
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regarded by the next largest number of schools, 30, as the most 
important. Determination of student aptitude and achievement 
in an exploratory course showed the least preference. Instead 
of evaluating factors on a critical basis, guidance departments 
turned to the more easily obtained obvious factors of school 
marks, student interests and parental desires. 
TABLE XIII 
FACTORS CONSIDERED BY THE GUIDANCE DEPARTMENT 
vH1EN ASSISTING STUDENTS TO CHOOSE A 
VOCATIONAL BUSINESS CURRICULUM 
Factor in Relation to Number of 
Business Education Schools 
General Scholastic Marks 33 
Students Interest 32 
Parent's Desiree 30 
Student's Aptitude 28 
Achievement in Exploratory 
Courses 22 
Schools Reporting One or 
More Items 
Schools Omitting 
Total Schools Responding 
46 
4 
50 
Per Cent Rank of 
of Schools Item 
66 1 
64 2 
60 3 
56 4 
44 5 
92 
8 
100 
Curricula Offerings in the Business Department. The more 
diversified the curricula offered in the school, the greater 
the .opportunity existed for the pupils to exercise a wider 
I 
II 
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choice of studies. With this wider opportunity for vocational 
choice and of curricula, the problem of selection of a choice 
of occupation became correspondingly difficult. A wider 
selection of courses obviated failure or wrong choice. The 
present large number of failures and changes of vocational 11 
choice were indications that students in their original choices 
were not achieving hoped for results. 
Since all students in school were required to select 
courses and curricula, and since many selections were based 
upon a false understanding of the students capabilities and of 
the objective s and content of the courses, the investigation 
sought to determine how schools atmmpted to avoid these wrong 
vocational choices. 
Curricula. Attention was paid to the classification of 
curricula on the basis that not all students are physically or 
mentally fitted for just any business education curriculum. The 
early business curricula required students to prepare for two 
distinct occupations, stenography and bookkeeping. The inevi-
table reaction resulted from inflexible type of business curri-
culum that attempts to prepare all students to become both book-
keepers and stenographers. Increased attention was gradually I 
given to individual differences among students attempting I 
entrance into a business curriculum. In other words, instead 
of there being just one business curriculum, schools were forced 
to offer a distinctly broader sequence of subjects. 
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TABLE XIV 
SEQUENCE OF VOCATIONAL CURRICULA ~ITTHIN THE 
BUSINESS DEPARTMENT 
Classes of Number of 
Business Program Schools 
Five-Sequence Curriculum 4 
Four-Sequence Curriculum 7 
Three-Sequence Curriculum 18 
Two-Sequence Curriculum 13 
One-Sequence Curriculum 8 
Total Schools Responding 50 
Per Cent 
of Schools 
8 
14 
36 
26 
16 
100 
Five distinct classes of high school business curriculum 
were adapted for the business program. The investigation 
revealed that eight per cent of the schools offered curricula 
containing five distinct sequences, generally bookkeeping, 
stenography, clerical practice, selling and generally business 
or office machine. A curricula containing four distinct 
sequences, generally bookkeeping, stenography, clerical practice 
and selling was extended by 14 per cent of the schools·. The 
most popular curricula provided three sequences, usually book-
keeping, stenography, and clerical practice. Thirty-six per 
cent of the schools organized their business departments on the 
three curriculum basis. A curricula containing two distinct 
sequences, bookkeeping, and stenography, was offered by 26 per 
I 
I 
I 
!I 
I 
!I 
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cent of the 50 schools studied. A single curriculum existed in 
16 per cent of schools surveyed. This form of the business 
curriculum offered business subjects in which many of the sub-
jects, especially those largely vocational in nature, such as 
shorthand and advanced bookkeepin~ were taken as electives. 
Table XV reveals the sequences of high school business curricula 
based on the number of schools offering a diversified business 
program. 
Curricula Classified According t~Freguency of Use. All ot 
the high schools offered a business curriculum. The extensity ot 
the offerings in the business curriculum are shown in Table XV. 
TABLE XV 
VOCATIONAL CURRICULA AND FREQUENCY SEQUENCE AS 
OFFERED IN THE BUSINESS PROGRAM 
Group No. of Schools Per Cent of 
General Clerical 42 84 
Stenographic 38 76 
Bookkeeping 35 70 
Selling 8 16 
Office Machines 4 8 
Schools Reporting One 
or More 42 84 
Schools Reporting No 
Sub-divisions 8 16 
Total 50 100 
Schools 
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The general clerical sequence superceded the older tradi-
tional subjects of bookkeeping and stenography. Eighty-four 
per cent of the schools contained a general clerical curriculum. 
The second most popular type of curriculum was the stenographic, 
with 76 per cent of the schools including secretarial practice 
in the business program. The bookkeeping sequence occupied the 
third position of importance with 70 per cent of the schools 
including bookkeeping in the curriculum. Only a few schools 
provided more than a three sequence curricula. Sixteen per 
cent of the schools had organized a selling or distributive 
education program. Eight per cent contained a distinct curricu-
lum ~ntitled office machines. 
In order to avoid confusion, the designations of curricula--
general clerical, stenography, bookkeeping, selling, and office 
machines--have been used in all cases even though other titles 
may have been used by the schools. 
Intelligence QuOtient ~ School Marks~ Prerequisites~ 
Business SubJects Qr Curricula. Some schools have administra-
tive policies that were organized to assist students to prof-
itably choose courses of specific training in keeping with the 
studen~s ability to succeed in the business subject or curricu-
lum. Table XVI lists four considerations used by the schools 
in guiding the individual student to select the business subject 
or business curricula beet fitted to . his needs. 
j 
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TABLE XII 
USE OF INTELLIGENCE QUOTIENTS OR GRADES AS PREREQUISITES 
FOR ENTRANCE INTO BUSINESS EDUCATION COURSES OR CURRICULA 
Prerequisite Factor 
Schools 
Using 
Criterion* 
Intelligence quotient required 
for specific business 
sequence 5 
Intelligence quotient needed 
for particular business 
course 5 
Freshman grades 26 
Definite grade in any course 
used as prerequisite for 
a business subject 28 
Per 
Cent 
10 
10 
52 
56 
Schools 
Not Using 
Criterion* 
37 
40 
19 
21 
Schools 
Per Omitting Per 
Cent Answer Cent 
74 
80 
38 
42 
8 
5 
5 
1 
16 
10 
10 
2 
*Number · of schools using or omitting criterion. Number of schools reporting 50. 
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grades in specific elementary subjects before allowing a stu-
dent to enroll for advanced vocational subjects. 
In general, business courses were offered in stenography, 
bookkeeping, typing and occasionally general clerical work 
with prerequisites for each. For example, the bookkeeping 
course required a passing grade in commercial arithmetic or 
business math. The shorthand course had the prerequisite of 
a passing grade in English. Advanced sequential subjects were 
offered to the student who had experienced success in the ini-
tial beginning course. Bookkeeping I students were allowed to 
elect advanced bookkeeping only if a passing grade of C,or 
better, had been obtained in the beginning course. This same 
rule applied for advanced typewriting. Enrollment in the 
stenography course met with the same reservation. The students 
who had shown competence by passing the shorthand course with 
a C or better were allowed to enroll in the stenographic. 
Stenography, bookkeeping, and advanced typing were the basic 
business courses that required passing grades in prerequisite 
subjects. Few, if any, other business subjects in the high 
school program required prerequisites. In fact, 42 per cent 
of the schools studied did not utilize the predictive factor 
of grades when determining entrance into vocational business 
subjects. 
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Self-appraisal Techniques 
Exoloratory Courses. Many schools provided semester busi-
ness courses as a means of allowing the students an opportunity 
to gain an insight, and self-understanding of what aptitudes, 
skills and abilities were needed in specific vocations. The 
aim of these courses was to provide students with as complete 
a picture as possible of the various vocational occupations. 
As this ~s done the student attempted to make his own evalua-
tion and to analyze the occupation from the standpoint of his 
own interests. Many students had an interest in a business 
vocation without having the necessary aptitude for that type of 
work. The exploratory course provided the student with a short 
period of tasks and activities related to a particular vocation. 
~uring the semester course the student had the opportunity to 
arrive at self-evaluation of whether he had the necessary quali-
fications and interests to continue studying fon that vocation. 
TABLE XVII 
SCHOOLS OFFERING EXPLORATORY COURSES 
Answer Number of Schools Per Cent 
Provide Exploratory Courses 22 44 
No Provision 25 50 
Omitted 3 3 
Total 50 100 
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Forty-four per cent of the schools provided try-out or 
exploratory courses to assist the student in determining his 
aptitude and ability for specific vocations. As the value of 
such try-out courses was debatable, many schools failed to use 
exploratory courses. The study showed that 50 per cent of the 
schools failed to arrange for try-out courses. 
Career Days. The purpose of the Career Day was to give 
students an opportunity to learn first-hand the significant 
facts about occupations from businessmen actually engaged in 
these occupations. The scheduling of businessmen to speak in 
the high school provided the students with an opportunity to 
secure valuable information about specific industries, busi-
nesses and, in a general way, occupations. The introduction 
of business speakers aided the student to a better understandmg 
of occupational opportuniti~s and requirements, and contributed 
to the improved quality of occupational information in the 
II schools. The following table tends to focus attention on the 
number of schools using the guidance technique of Career Days. 
TABLE XVIII 
SCHOOLS REPORTING THE USE OF CAREER DAYS 
Use Career Days 
Not Using Career Days 
Omitted Answer 
Total 
N~ of Schools 
23 
25 
2 
50 
Per Cent 
46 
50 
4 
100 
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An i~tegrated cooperative plan between businessmen and 
schools existed in 46 per cent of the schools studied. One-
half of the schools included in the study made no provisions 
for use of the guidance technique entitled Career Days. Two 
school systems omitted answering this question. 
Within the twenty-three schools using the guidance 
technique of Career Days, the service was offered to the stu-
dents usually in the middle of the ninth or tenth school year. 
This placement acquainted the student with the requirements 
and opportunities of occupations in time to evaluate each occu-
pation in the light of his needs, interests, and abilities. 
" 
And more important, this placement allowed the student to choose 
and prepare for a business curriculum training in keeping with 11 I his needs and desires. 
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CHAPTER 5 
SUMMARY AND REG OMME1IDAT IONS 
The purpose of this study was to make a survey of the 
guidance services employed in assisting students in a selec-
tion of a business education curricula . 
A four-page check list was prepared and sent to 87 
public high schools in Massachusetts offering a business 
curriculum and located in communit es of 5000 or more in-
habitants. A total of 50 returns were received and incor-
porated in the study: a return of 58 per cent . 
Seventy-eight per cent of the high schools in Massachu-
setts located in communities of 5000 or more inhabitants 
reported the existence of a full-ti~e guida~ce department. 
HoweverJ the word full - time was loosely construed. Forty 
per cent of the schools stated the head of the guidance 
department was required to teach subject matter courses of a 
non-guidance nature. This condition existed chiefly·in the 
smaller schools . The guidance program was classified by the 
small schools as a full-time program insofar as the guidance 
services offered were sufficient to provide for the needs 
and wants of the students . 
The amount of time spent daily in providing guidance 
varied widely . Sixty- four per cent of the schools devoted 
anywhere fr om f our to eight hours daily to guidance. The 
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average time for the 50 schools was four hours and twenty:...two 
minutes . Again the size of the school strongly influenced the 
resu~ts. In eight of the smaller schools , guidance was per-
formed by the principal's office and guidance occupied a 
minimum of three or less hours a day. Guidance performed by 
the administrative office failed to provide an adequate pro-
gram for each student. 
In proportion to the large enrollments within the schools 
studied, the number of assistant counselors assigned were very 
meager. In the 50 schools surveyed only 95 teachers were 
assigned as assistant help in the guidance department . 
The majority of the respondents indicated that the busi-
ness department cooperated with the guidance department in 
providing vocational guidance for business students . However, 
there was a definite lack of trained business teachers actu-
ally assigned to the guidance department . A co-ordinated 
guidance program existed between the guidance department and 
the business department insofar as the business teachers were 
available to be called upon to assist in advising students. 
The advising functions pertained to providing informat~on 
about occupations , to emphasizing the importance of selecting 
an occupation and assisting students to make a tentative 
choice, to providing exploratory and tryout experiences , and 
to developing an occupational consciousness. 
Provisions for intelligence testing was made by 84 per 
cent of the schools . Intelli6ence tests were not peculiar 
--=- -==-- ==-====--= 
to business education only, but rather were a specific and 
separate problem of education generally . As the results of 
prognostic testing were very meager~ intelligence tests were 
studied in order to aid in forming a frame of reference . 
General intelligence tests formed an integral part of the 
educative process for the resulting ntelligence quotient was 
a strong factor in learning and was found justifiable in 
predicting pupil's capacity to assi~ilate knowledge . Some-
times, though, generalized forecasting of possible academ c 
achievement failed to predict adequately achievement in 
specific types of mental and manual activities . The use of 
prognostic test results helped to eliminate the weav~esses of 
the general intelligence tests by scientifically determining 
aptitudes for specif~c vocat ons. Yet prognostic measures 
were restrictively used by schools to determine stenographic 
and clerical ability . The most accurate forecasting of 
aptitude must make use of prognostic test results in all 
subject areas and the results combined with general intelli-
1 gence test results to accomplish better predictions. 
~ In addit_on to testing results, 92 per cent of the schools 
acknowledged the use of other determinant factors. General 
academic achievement as measured by freshman marks was 
widely used by the schools surveyed in gaining an insight into 
the student ' s work hab i ts, attitudes , and possible success in 
a course . Student interest was recognized by 64 per cent of 
the schools as strongly influencing possible success . Student 
--=- --=-= 
aptitude and achievement in exploratory courses were used the 
least in predicting possible success in a vocational subject. 
Schools relied upon the easily obtained predictive factors of 
school marks, student interest, and parental choice . The more 
scientific guidance measures, such as prognostic tests and 
adjustment inventory results, were used infrequently . Ninety 
per cent of the schools disre garded all predictive factors if 
parents insisted the r children be allowed to take a voca-
tional course regardless of the child's aptitude for that 
course. 
one of the facts disclosed by this study was the limited 
nature of the business curricula. As might be expected, 
schools in smaller communities offered a general business 
curriculum, or the traditional curricula of bookkeeping and 
stenography. The large schools offered the vocational 
curricula of bookkeeping, stenography, clerical practice, and 
distributive education or selling. The minimum business 
curricula should contain three distinct sequences, generally 
bookkeeping, stenography, and clerical practice. Enrollment 
in a particular sequence should not be dogmatic. Opportunity 
for transfer should be made from programs in which students 
are found to be unsuccessful. 
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Guidance Suggestions for the Prospective Business 
Education Student 
1. Before the student enters the business education 
curr i culum, the student should know of its of.ferings, what it 
purports to do, what qualifications are needed, requirements 
for completion of the course, and the requirements of business 
after completion of the course. 
2. In line with No. 1, the functions of providing 
occupational information and for occupational adjustment 
should be the joint responsibility of the business department 
and the guidance department. All available facilities within 
the school and community should be utilized for the accomplish-
ment of these fun ctions. 
3. Although tests of all kinds h ave a pparent limitations; 
psycholog ical tests, interest inventories, aptitude tests, and 
other tests should be employed to the fullest in d e termining 
the s k ill, aptitude, ability, and interes t of the prospective 
business student. 
4. The bus i ness department should assume the responsi-
bility for providing exploratory courses and tryout experiences 
during the prevocational period, generally coveri~g grades 9 
and 10. 
5. Career days should be planned by a vocational guid-
a n ce committee composed of members of both the business an d 
guidance department to aid students develop a n occupational 
consciousness and understanding of occupational opportunities 
and requirements. 
6. In the skilled vocational subjects, it is of economic 
and social importance that vocational aptitudes be discovered 
in advance. Students should be guided into skilled subject 
courses only after the necessary capacities, a b ilities, 
a p ti tudes, a nd interests are determined by prognostic testing , 
examination of school records, grades, a n d int erests. 
7. Increased attention should be g iven to individual 
differe r ces among stud ents and curricula setup which will 
enab le students to specialize in particular fields of in-
terests according to their individual differences. The busin~ 
curricula should be dev i sed wi th four sequences: stenography, 
bookkeeping , clerical, and s elling. 
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8. When considering students capable of achieving success 
in stenographic or secretarial positions, the following facts 
should be observed: 
a. At least average intelligence 
b. Average or better grades in English 
c. Good vocabulary. 
9. \~en considering traits necessary for achieving 
success in bookkeeping observe 
a. Interest in the work 
b. At least average intelligence 
c. Special aptitudes for this type of work. 
10. The characteristics considered necessary for success 
in selling are these : 
a. Pleasing personality and social qualities 
b. Appearance 
c. Interest in sell ing as a career. 
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Dear Sir: 
APpendix A 
Letter of Transmittal 
BOSTON UNIVERSITY 
SCHOOL OF ED~CATION 
84 EXETER STREET 
BOSTON 16, MASS CHUSETTS 
Date 
------------------
Under the direction of Professor Lester I. Sluder of 
Boston University, I am conducting a study of the guidance 
services provided for the selection of students to the 
business curriculum. I think only through a careful study 
of the present practices and procedures now used in the 
guidance of the business education s t udents may we effec-
tively formulate new criteria. 
The enclosed check list is designed to facilitate 
checking . Even though very few of the tests or methods 
listed on the check sheet are employed in your school, do 
not hesitate to contribute to the stud~. Each returned 
check list becomes a valuable and integral part of the com-
pleted project. 
The replies from each school will be kept confidential, 
and the results will appear only in tabulated form. If the 
business education department is responsible for the guid-
ance of the business students, you may wish to have that 
department complete the check list. 
Your cooperation in this study is deeply appreciated. 
:f you desire a copy of the results of this study 1 please 
check the appropriate space on the check list. I shall be 
~lad to send a summarization of the results to ou. A 
s~amped self-addressed envelope is enclosed for your 
convenience. 
Very truly yours, 
Philip Smith 
PS: Blvf 
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Appendix B 
A Stuqy of Guidance Services 
For the Selection of Business Education Students 
Name of School State ~-----------Total Enrollmen~t-~~·n~S~c~h~o-o~l~----------~E~nr~o~llm~e~n~t~Bu~s~i~n~ess Dept. 
1. Is there a full-time program of ·guidance in effect in your school? 
Yes No 
-----
2. Is the head of the guidance department required to teach subject matter 
courses of a non-guidance nature? Yes _____ No _____ 
If Yes, list course or courses 
). How many hours per school day are devoted to guidance activities by the 
director of the guidance program? 
84 
4. How many assistant councilors are assigned to the guidance department? ____ 
Full-time Part time 
5. Are any of the assistants connected with the business education 
department? Yes ___ No ___ If Yes, in what capacit~r---------------------
6. Check one~ 
A. The business department conducts the entire guidance program 
for the selection of students to the business curriculum. 
_____ B. The business department conducts part of the guidance program 
to assist in selecting students to the business curriculum. 
_____ c. No responsibility. 
1. Please check the statements which most nearly approximate the business 
departments responsibility in regard to the selection of business students. 
_A. Provides counseling service for students contemplating the 
----~ business curriculum. 
B. Conduct a testing program to procure objective data on 
----- business students. 
C. Provides orientation or exploratory courses in business subjects. 
----~ D. Provides occupational information 
-----E. Refers students to sources of occupational information 
F. Provides a career day 
----~ Go No provisions 
-----H. Other 
-----------------------------------------------------
8. Are prognostic tests used as an aid in the selecting of students to the 
business curriculum? Yes No 
---
Check intelligence test or tests used: Year administered check grade 
level 8 I 9 
on 
eral Ability 
-Scoring Mental Ability I 
--Intelligence i 
erson i 
ntelligence Examine for High Schopl · I 
Henmon-Nels 
Pintner Gen 
Otis Quick 
Otis Group 
Kuhlman And 
Thorndike I 
American Co 
List Others 
uncil on Education Psychological Examine 
19 11 
I 
i 
j 
·] 
I I 
I I 
9. In addition to the general intelligence tests, does the guidance 
department attempt to ·rletermine: 
E. 
F. 
The student's interest in business education courses 
The student's aptitude for business education courses 
The student's achievement in exploratory courses 
The student's general scholastic marks as a determinant for 
placement in a special curriculum. 
The parent's desires concerning the placement of the pupil 
within a particular curriculum 
Other 
12 
--
-----------------------------------------------------
10. Is the business curriculum in your school divided into suo-divisions? 
Yes No Check Sub-divisions 
-x:--stenographic 
----B. Bookkeeping 
-----c. General Clerical 
-----D. Retail Selling 
-----E. List other divisions 
--------------------------------------
11. Is admission to anyone of these sub-divisions determined by an 
intelligent quotient? Yes No 
List division and I.Q. 
12. Is admission to any particular course within the business curriculum 
dete~ned by an I. Q.? Yes No 
List courses with I.Q. neces5ar;Y for admission. 
1). Are freshmen grade averages considered in the choosing of students 
for the business curriculum? Yes No 
What average is required, if the-anBWer-rs-yes 
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14. Is a definite average in any particular course used as a requisite 
for admission to any course within the business curriculum? Yes ___ No __ _ 
List course or courses with grade required: 
15. Are diagnostic or pro~nostic tests used in determining ability of a 
student to successfully complete specific courses? Yes No 
Check test or t~sts used: 
A. Detroit Clerical Aptitude Examine 
----B. Minnesota Vocational Test for Clerical Workers 
----C. Hoke Prognostic Test of Stenographic Ability 
----D. Turse Stenographic A~titude 
----E. Blackstone Stenographic Proficiency Test 
----F. Kinney Commercial Arithmetic Scale 
--G. List Others 
16. After the following courses list any predictive factors that are used 
in selecting the students · for these courses: 
Bookkeepingr 
Clerical Practicer 
Stenographic: 
Distributive Educationr 
Other Comments: 
17. If against the advise of the guidance department, a student still 
desires to take a business course, do yo~ allow freedom of choice. 
Yes No 
18. Do you limit enrollment in the business curriculum? Yes No 
19. Are orientation or exploratory courses given in your school? Yes 
v:hat year? lst. 2nd. 3rd. 4th . 
List courses: 
No 
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20. Does your school have a career day? Yes No 
At what grade level is it first offered to-the pupils? 
Check Mark: 7 8 9 10 11 12 grade. 
At what time of the year: beginning ___ middle ____ ending~·------
21. In what way do you think guidance in business education may be 
improved? 
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22. Respondent's position on the school faculty 
23. Please check appropriate space if you desire __ a__ s_umm---a-r1~.z-a-t~i~o-n--a~f~--------
this report. Yes No 
-~ 
•• 
Dear Sir: 
Appendix c 
Follow-up Letter 
BOSTON UNIVERSITY 
SCHOOL OF EDUCATION 
84 EXErER ~TREET 
BOSTON 16, MASSACHUSETTS 
Date 
-------
A short time ago I sent you a check list con-
cerning guidance for business education students in 
your school. As a teacher, I realize that the mul-
tiple duties required of a department head may have 
prevented you from completing the check list. There-
for e, I have extended the period for the co~pletion 
of this study to allow you the opportunity of in-
cluding your data. 
The main purpose of this study is to disclose the 
present status of guidance for business education, as 
practiced by the more progressive schools in Massachusetts, 
with the aim of recommending criteria for general use. 
In order to obtain a comprehensive knowledge of the 
methods now used for the selection of business students, 
I should like to receive a high per cent of returns from 
the schools selected for this study. Nat rally, the fi-
nal value of the study is contingent upon the number of 
returns which I receive. 
I shall be grateful for any cooperation you may be 
able to extend me on this study . 
Thank you. 
Yours very truly, 
Philip Smith 
PS:BGC 
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Dear Sir: 
Appendix D 
Follow-up Postal Card 
Date 
------------------
Upon examining the returns on a check list con-
cerning vocational guidance for potential business 
education students, I found that I had not received a 
reply from your school. 
I would appreciate it very much if you would 
complete the check list previously mailed to your 
school and return the list to me before January 15. 
If you have misplaced the check list, I shall be 
glad to send you another. 
Thank you, 
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Appendix E 
Massachusetts Public High Schools Responding to Check List. 
Note: Figures indicate no. of yrs. H. S. No symbol indicates 
l. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
).2. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
31. 
:32. 
33. 
34. 
35. 
36. 
37. 
38. 
4 yr. schools. 
School 
Amherst H. s. 
Attleboro H. s. 
Barnstable H. s.6 
Belmont H. s.3 
Beverly H. s.3 
Braintree H. s. 
Bridgewater H. 3s. Brighton H. s. 
Brockton H. S. 
Brookline H. s. 
Canton H. s. 3 Chelsea H. s. 
Chicopee H. s. 
Commerce H. s. 
Concord H. s. 
Dighton H. s. 
Drury H. S. 3 Everett H. S. 
Fairhaven H. s. 3 Framingham H. S. 
Gloucester H. s. 
Hingham H. S. 
Lawrence H. ~· 
Malden H. s. 
Mansfield Senior H. S. 
Marlboro H. s. 
Medford H. s. 
Melrose H. S. 
Memorial H. ~· 
Milton H. s. 
Natick Senior H. s. 3
3 Needham Senior H. s. 
New Bedford H. S. 
Newburyport H. S. 
Newton H. s.3 
Northampton H. S. 
Northbridge H. s. 
Orange H. s. 
Location 
Amherst 
Attleboro 
Barnstable 
Belmont 
Beverly 
Braintree 
Bridgewater 
Brighton 
Brockton 
Brookline 
Canton 
Chelsea 
Chicopee 
Springfield 
Concord 
Dighton 
North Adams 
Everett 
Fairhaven 
Framingham 
Gloucester 
Hingham 
Lawrence 
Malden 
Mansfield 
Marlboro 
Medford 
Melrose 
Middleboro 
Milton 
Natick 
Needham 
New Bedford 
Newburyport 
Newton 
Northampton 
Northbridge 
Orange 
7089 
22375 
8647 
28866 
26814 
20279 
8641 
45780 
65202 
56940 
6704 
39940 
44626 
159896 
8382 
5021 
22230 
48553 
12072 
25502 
24862 
9676 
85603 
59567 
6978 
15680 
67071 
27971 
9596 
21718 
15789 
14507 
110308 
14079 
77257 
24977 
10212 
5762 
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School Location 
39. Pittsfield H. s.3 Pittsfield 53560 
40. Salem H. S. Salem 42833 
41. Saugus H. S. Saugus 16662 
42. Somerville H. s~3 Somerville 105883 
43. Stoughton H. S. Stoughton 9063 
44. Taunton H. s. Taunton 38612 
45. Wakefield H. s. Wakefield 18677 
46. Walpole H. s. Walpole 8409 
47. Wareham H. s. Wareham 7439 
48. Watertown Senior H. s.3 Watertown 37438 
49. Wellesley Senior H. s. Wellesley 17581 
50. Westfield H. S. Westfield 19956 
